
House Manager 
This production will require ONE House Manager. 
REPORTS TO: Production Stage Manager 
 
Requirements:  This is a leadership position and requires at least one year on technical crew.  House Managers should be 
organized, punctual, and hardworking.  This position requires good “people skills” as they directly interact with patrons, 
volunteers, tech crew, directors, and administration.  Strong art skills are preferred but not required. 

 
Rehearsal Process 

★ Attend Crew Head meetings weekly to assure all crews are on task and working collaboratively to create the vision 
of the production.  These meetings will determine each crew’s meeting schedule for the following week. 

★ Work with artistic directors to create an artistic vision for the lobby design 
★ Oversee the front of house crew’s creation of artwork, interactive lobby stations, and lobby layout 
★ Work with Mr. Marchetti on ticket pre-sales including keeping track of how many tickets have been sold/how many 

are available, who is selling tickets at lunch, etc. 
★ Prepare “reserved” signs for dinner and a show patrons 
★ Miscellaneous administrative tasks and responsibilities 
★ Train FOH crew on the responsibilities they will have during show (ushers, concessions, will call) 
★ Supervise and assign tasks to FOH crew to complete during rehearsal process and tech week 
★ Assign tasks to FOH to complete during the shows (ushers, concessions, etc) 

 
Tech Week and Production Responsibilities 

★ Stay after school on Friday of both performances to setup the lobby for the evening’s show 
★ Arrive early to make sure all front of house crew are signed in and preparing for show 
★ Make sure programs are ready to be passed out and give to ushers 
★ Do a “walk through” of the theater to verify the house is clean and presentable for the audience 
★ Check in with all volunteers to be sure they have what they need 
★ Prepare and distribute program inserts if needed 
★ “Open the house” to audience approximately 30 minutes before curtain 
★ Coordinate alternate theater entrances for patrons with disabilities 
★ Count tickets and prepare report of how many patrons attend each show 
★ Signal to patrons intermission is ending 
★ Coordinate raffle pull with appropriate cast members and/or directors 

 
 

There may be other tasks and responsibilities required.  The Front of House Manager is required to do any task (within 
reason) as requested by their immediate supervisor [PSM].  

 


